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l. Setting Up Adobe Reader DC for VRIMEIREFOX

9 Vital Records strongly recommends usifgefoxas the default browseto access VRIMS.
1 Open FIREFOX arlitk on Tools and then Options

File Edit View History Bookmarks Took Help
Downloads Ctrl+)

Add-ons Ctrl+Shift+A

a o Sign In To Sync...

Web Developer

Vermont Department of Health X

I} Most Visited @@ Getting Started

or

1 Inthe Options window, under Generghto the Applications section

File Edit View History Bookmarks Tools Help

=+ Vermont Department of Health % [ et X
(] '@ € Firefo about:preferences T:I Search
£} Most Visited @ Getting Started Verment Electronic De... & Google &) Citrix Access Gateway @ State of Verment Train... % ° VT elicense Online Pa...

2 Find in Options

'I:I' General

Q Search Choose how Firefox handles the files you download from the web or the applications you use while

Applications

browsing.

n Privacy & Security S )
P Search file types or applications

s Firefox Account

Content Type ~ | Action

«| Adobe Acrobat Forms Document (applic... E Use Adobe Acrobat Reader DC (default) "
= Adobe Acrobat Forms Document (applic.. Bl Use Adobe Acrobat Reader DC (default)

| Adobe Acrobat XML Data Package File E Use Adobe Acrobat Reader DC (default)

@ Citrix ICA Client @ Use Citrix Connection Manager (default)

= irc 21 Always ask

= Ircs £ Always ask

= mailto [Z] Use Outlook (default)

EJ Podcast I Preview in Firefox

Portable Document Format (PDF) B Use Adobe Acrobat Reader DC (def.. =
B Video Podcast | Portable Document Format (PDF) .

ST P 0o o AR A A _aTo . fa_f_ . an

1 Scroll down to Portable Document Format (PDF) and séléset Adobe Acrobat Reader
(defaultE
1 Close Options Tab



Il. Logging In and Out of th8ystem/Password Reset

Log in to VRIMS directly from our website
https://www.healthvermont.gov/stats/vitalrecords/informationtown-and-city-clerks
T /£t A01 GKS Oonf WS axnde\Wiadpws Becurityppears below.

1 Enter username and password and clik

" il

Windows Security [E= |

The server apps-test.health vermont.gov is asking for your user name and
password. The server reports that it is from
vdhwebapps-test.ahs.statevt.us,

| Uzer name |

| Password |

[] Rermember my credentials

| ok || cancel

Figure2-1. WindowsSecurity Login Windaw
The VRIM$&ain page will open (see kig 3-1).

Logging Out

9 Click on the_ogoutbutton as seen in Figuiz?2.
 ¢KS aeéaid Syouhavebdelmggdd SuE Pléase close the browser.

Vital Records Issuance Management System TEST #~~ . VERMONT

DEPARTMENT OF HEALTH

Start Menu | User: John.doe | Organization: VSARA | Logout
Clicking on the Start
IMenu option will take The User showsthe The Organization is the Clicking on the Logout
the user back to the usermame of the organization the useris option will log the user
main menu to select an application user. affiliate d with. out of the application.

action.

Figure2-2. Top Bar Navigation
Resetting your VRIMS password

9 Click on thdorgot password linkocatedbelow the VRIMEOGON bax

1 Passwords expire every 180 days. We recommend you set a reminder ocayendar.

1 Passwords cannot be reset more than once within a 24 period.

1 Fiveunsuccessful attempts to Idg to VRIMS will lock your accouli¥ait 30 minutes and try again.


https://www.healthvermont.gov/stats/vital-records/information-town-and-city-clerks

[ll.  Printing Certified Copies oBirth and Death Certificats

In order toprint a @rtified copyor copies of birth or death certificate dated January1B09,and later, you
will need to enter information from aapplicationthat has been completed by a person eligible to request a

copy.

To print a certified birth or deatbertificate, perform the following steps:

1 On the main page, click on tiiRint Birth Certificateor Print Death Certificatédbuttons as seen in
Figure3-1 below(Process for Birth and Death are the same except for wherergho

Vital Records Issuance Management System TEST #~~ VERMONT

DEPARTMENT OF HEALTH
Start Menu | User: mary.bourassa | Organization: VDH Vital Records | Logout

Welcome, please select an action from the options below

Birth Certificate

‘ Print Birth Certificate ]. Generate List of Registered Births
Report Pre-1909 Birth Issued ‘

Death Certificate

‘ Print Death Certificate I. Generate List of Registered Deaths
Report Pre-1909 Death Issued J

Other Actions

Report Other Certified Copies ‘ Process Web Orders

CPA Numbers Report ‘ Import Web Requests I
) )
Report Voided Paper ‘

Figure3-1. Home Scren.
1 TheCertified Requestvindow will open.
1 Required Fields are indicated with a red Asterisk.
U Select fronCertificate TypeBirth (or Death) Certified
U EnterNumber of Copies
U Town of BirtHor Foreign Born Adoptioimdicatorfor Birth Certificates



o |If certificate is a foreigiborn adoption certificate, select checkbox for Foreign Born
Adoption, otherwise enter the name of the Town of Birth.
0 See figure3-2 below.

e

Certificate Type: * Number of Copies: *
| Birth Certified v ] -

Fill out all required
fields.

Child's Information

First Name: Middle Name: Last Name: *

Date of Birth
Month: * Day: * Year: *
1 1 2001

Clicking this will make
Town of Birth grayed out
and N/A.

Town of Birth: *

L Foreign Bor Adoption | Monkton (Town of) v

Mother's/Parent’s Name
First: Middle: Last Name at Birth:
Mary Doe

Father's/Parent's Name

First: Middle: Last:
Michael Doe

Click Cancel to retum back to

Proceed |<——— (lick Proceed to continue Cancel <+— D e MR Aclion Méras.

Figure3-2. CertifiedRequest Screen

1 Enterotherrequired information ad dick Proceed(ClickCanceto cancel this search and return to
the Main screen.)



Print Birth Certificate

Certificate Type: Certified Copy
Child Name: Doe | Date of Birth: 1/1/2001 | Sex: Female | Town of Birth: Monkton

Mother Name: Mary Doe Father Name: Michael Doe
Child First Name: Child Last Name: Date of Birth:
Doe 1/1/2001

Birth Certificate Number:

Find <——— Click Find to find certificate. Cancel ‘ P CRd cancel toietiuny backito

the Main Action Menu.

Figure3-3. Search Screen f&Record

1 The search screen, figure33 shows the items that were specified in the certificate request screen.

i To search for theertificate click Find
U When searching for death records, the user may also search by a date range
1 The application will return search results, as seen in Figuteor a message indicating that no
records were found.
U If death recordnot found, remove date ofieath andsearchby first and last name.
U If the desired record was not found, go Appendix 1: Printing Record Not Found Letter

Print Birth Certificate

Certificate Type: Certified Copy
Child Name: Doe | Date of Birth: 1/1/2001 | Sex: Female | Town of Birth: Monkton

Mother Name: Mary Doe Father Name: Michael Doe
Child First Name: Child Last Name: Date of Birth:
Jane Doe 1/1/2001

Birth Certificate Number:

= 5 Click New Searchto | |
Find New Search | <€ searchfora different ‘ Cancel =-—
o] —_—— certificate. N

Click Cancel to return back to the
Main Action Menu.

Number of records found: 1

Certificate # Last First Middle Sex Date of Birth Town of Birth Town of Residence Date Registered

1442001843477 Doe Jane Mary F 01/01/2001 Randolph (Town of) Randolph 01/01/2001 Details
» >l
I \
Record Not Found (print letter)
Click Certificate# to proceed Click Details for more
to printing. information.

Figure3-4. Search Resulf®und.

§ If the search does not produce the desired result, the user may clitleanSearcland the user will

be presented with the search screen in Figu &bove.



 Clicking on the Details link (birth certificates only) for a specific record will display N8 yai & Q
names.
9 If desired record is found, Click on tBertificate #
1) Once selected, the user will be taken to an Applicant Informa@yeen See Figure
3-5.

Print Birth Certificate

Certificate Type: Certified Copy
Child Name: Jane Doe | Date of Birth: 01/01/2001 | Sex: Female | Town of Birth: Randolph

Mother Name: Mary Doe Father Name: Michael Doe
Fill out all required fields.

Applicant Information
First Name: * Middle Name: Last Name: * Suffix: Date of Birth: *

James Jones Jr. v | 5/511975

Address:
Street 1: * Street 2:
1 Elm Street Suite 205

City/Town: * State: * Zip: *
Monkton v ‘ | VT v ‘ ‘ 05469 v

Country: *
UNITED STATES v

Phone: * Email:

1112223333

Relationship to Registrant: *

Court Appointed Executor/Administrator v

Identification Document: *

U.S. Employment Authorization Document / Card (Form 1-765) v
ID Number: * Expiration Date: * 1 i
A Apation Date Click Print Certificate to print : ‘;"“‘ '":,""‘f'f:a ‘,‘"’""“‘,’“ed Click Cancel to return back to
80808088 7/7/12020 the Certified Copy. st i the Main Action Menu.
information is not available.
Applicant Attestation * M Mta!ion: = 6/6/2018
- S Vs
Print Certificate ‘ Incomplete Applicant Information letter Cancel

Figure3-5. Applicant Information Screen.
f LT GKAA OSNIATAOIGS LAKAZSESS Y KBSy RRAHBYR ¢1Ad f @ LANBES

this certificate cannot be issued. See Figu@ 3
2) Go toAppendix 2: Print Do Not Issue Letter

Message from webpage

The selected record cannot be issued from the system. Please contact
r l % the State Registrar for additional information

Figure3-6. Do Not Issue warning message




1 Required Fields on the Applicant Informati®areen are marked with a red Asterisk

9 For Death Certificatesnly: if applicant is &uneral Directoyr most informationwill be prepopulated
Ay (KS aeaidsSyYy gKSy LI AOFIyuQa FrOAftAGE yIFIYS | yR
SeeHgure 35-2.

Print Death Certificate

Certificate Type: Certified Copy
Decedent Name: Doe | Date of Death: 01/01/2018 | Sex: Male | Town of Death: Monkton

< Is applicant a Funeral home :mploy@

Fill out all required fields.

| Funec-
[ marys act46 funeral facility (Randolph) l marys common funeraidirector v ]

Applicant Information

First Name: * Middle Name: Last Name: * Suffix: Date of Birth: *
marypublic public publicname Sr. v | 111960
Address:

Street 1: * Street 2.

1 contactpublic 2 contact public

City/Town: * State: * Zip: *

[ Panton v] [vi o~ ‘ | 05491 ~

Country: *

[ UNITED STATES v

Phone: * Email:

(802) 999-1111

Relationship to Registrant: *

Authority for Final Disposition v

Applicant Organization.

marys actd6 funeral facility (Randolph)

Identification Document: *

U.S. Employment Authorization Document / Card (Form 1-765) V]
ID Number: * Expiration Date: * i ncomplete Applicant.
Click Print Certificate to print i bacl
5784787 21212020 ice bt Information Letter f required || 1ok Cancel o return backto

. . . P the Main Action M =
information is not available. € Main Action Menu

 of Attestation: *  1/1/2018 / /

l Ll Appli ion letter | Cancel

Figure3-5-2. Applicant Information Scre¢Runeral Home Employee)

Applicant Attestation * &

l Print Certificate ‘

1 All required fields must be entered for the user to proceed to printing of the certificate.
U If application is incomplete ogto Appendix 3:Print Incomplete Applicant Letter
1 ClickPrint Certificate¢o proceed to entering CPA numbers, see Figurés 3



Print Birth Certificate

Print Certified Copy Step 1: Enter Certified Paper Audit (CPA) Numbers

Printing a Certified Copy requires that you enter the Certified Paper Audit (CPA) Numbers from the security paper you will be using.
Please enter the numbers below and then proceed to Step 2.

1 vt 0777777 [ Printed
2 vT 0777778 ] Printed Enter CPA number in top line,
click Set CPA Numbers, and

sequential numbers will fill in.

3 vt 0777779 [J Printed

4 vt 0777780 (] Printed

Proceed ‘ ‘ Cancel
Click Save Request to record Click Cancel to return back to
theissuance of this certificate. the Main Action menu.

Figure3-7. Step 1 Print Certified Copinter Multiple CPA Numbers (for multiple copies).

1 EnterCPA numbef7-digit number, including leading zero, from backseturity paper)
o For multiple copies, enter fir&«PAnumbdr y R G KSy Ot A01 a&«{Sd /t! bdzy
to generate remaining sequential numbers
1 Click Proceed.
1 The screen in Figure8will appear.
1 ClickPrint.
U The certificate appears separate .BF window for printingas seerin Figure 2.
U Print the document out of Adobe directly onto the CPA Paper.
i &Xe (close) out of the Adobe window to get back to VRIMS to complete the process.
U ClickPrinting Completevhen certificates arsuccessfully printed.
1) If printing was not successfun any of the CPA sheets used, the user may click
Reurn to CPA Numbeemnd print again. Go tdppendix 4:Return to CPA Numbers



Print Birth Certificate

Print Certified Copy Step 2: Generating PDF

REMINDER: PLEASE LOAD APPROPRIATE PAPER IN PRINTER BEFORE PRINTING

Click 'Print’ to generate PDF file ... please wait.

b

If printing was not successful and you need to update the CPA Ni
used before printing again select Return to CPA Numbers.

all printing was successful select Printing Complete.

Click Return to CPA Numbers if
printing is unsuccessful to update
CPA Numbers to printagain.

Click Print to print certified
copy.

Click Printing Complete when
finished printing.

s of the paper being

Figure3-8. Step 2 Print Certified Copgenerate PDF.

VERMONT CERTIFICATE OF LIVE BIRTH

Child's Name: Jane Mary Doe Jr.

Time of Birth: 11:11 AM
Birth Order: None applicable

Date of Birth: January 01, 2001
Plurality: Single

Type of Birthplace: Hospital City or Town of Birth: Randolph
Facility Name (if not in facility, street address and number): Gifford Medical Center

Date of Birth: July 11, 1970
Birthplace: Vermont

Parent's Name: Mary Doe Sr.
Last Name at Birth: Rae

Residence Address: 1 Elm Street

City or Town: Randolph State: Vermont

Parent's Name: Michael Doe Sr.
Birthplace: Vermont

Certifier: Hannah C. Allen Title: Licensed Midwife

Date Certified: January 01, 2001
Attendant: Glenn B. Adams Title: DO
Registration: _&,...[)ece Jean DeCell, State Registrar

Printed from the ic Birth

System on: D 11, 2018

Date of Birth: December 21, 1970

Date Registered: January 01, 2001

1442001-843477
STATE FILE NUMBER

Sex: Female

Figure3-9. Sample Certified Birth Certificate

10



IV. Printing NoncertifiedCopies ofBirth and Death Certificates

Noncertified copies of birth and death certificates datgdor afterJuly 12019 ,must be issued from VRIMS
and roncertified copies of birth and death certificates dated between Januat9d9,and June 302019,
maybe issuedrom VRIMS A noncertified copy is printedn plain paperThe copy will contain a

Gb2yOSNIATASRE 61 G SNYI NJ edFrgmithe Electiohit Bird Redyigtiationi Fydtein A (

(EBRS) or the Electronic Death Registration System (EDRS).
To print a noncertified copy of a birth or death certificate, perform the following steps:

1 On the main page click on tlirint Death Certificateor Print Birth Certificatebutton.
1 ThePrintDeathCertificateor Print Birth Certificatevindow opens.
1 Required Fields are:
U Certificate Typeuse the dropdown to selecNonertified.
U Number of Copies
9 ClickProceed(ClickCanceto cancel this search and return to tivain screen.)

Print Death Certificate
Certificate Type: Noncertified Copy
Date of Death: [J Search in date range
First Name: Last Name:
Date Registered: [J Search in date range
Death Certificate Number:
Find - Click Find to continue. Cancel e Rk Canc.el e r.eturn LS
the Main Action Menu.

Figure4-1. Search Screen fodoncertified DeathCertificate.

1 Thescreenreflected in Figurd-1 showsthe items that were specified in certificate request screen.

U If nothing was entered irhe certificate requesscreen, theses boxes will be blank.

1 To search for the certificate the user mistter at least two of thélameor Datevariablesincluding
date rangedgavailable for death certificates only)

9 ClickFind.(ClickingCanceteturns the user to thé/ain screen).

1 The application will return with search results or a message indicating that no records were found.

11
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Certificate Type: Noncertified Copy

Print Death Certificate

First Name:

John

Date of Death: [ Search in date range
Last Name:

Doe

Death Certificate Number:

Date Registered: [ Search in date range

‘ Click New Searchto | [ Click Cancel to return back to
Find | New Search |- start n:; ::ce':'hfvcate Cancel | e—— O Srec o =t 2ot

Number of records found: 3

Cortificate # Last First Middle Sex Date of Tov:m of Town of Father's Last Mother's Last
Death Residence Death Name Name
4419542007 Doe John Male 12/19/1954 Grafton Waterbury
1441953200765 Doe John Male 6/12/1953 Brattleboro Brattleboro
",44291§2§E12§ Doe John James Male 1/1/2018 Randolph Randolph

’ Record Not%rint letter)

Click Certificate# to proceed
to printing.

Figure4-2. SearctResultsfound.

9 If desired record is found, Click on the desired Certificatéeg. Figure-2.

i

If initial search does not produce the desired results, the user may click on New Search and the
user will be presented with the search screen in Figute 4

If this certificate has beeflagged by the State Registlara ¢ 52 b2 L&aadzS¢z (GKS

present a message stating that this certificate cannot be is¢biggire 43).
1) Click OK and the Applicant Information screen opens.
2) Go toAppendix2: Print Do Not Issue Letter

Message from webpage N

The selected record cannot be issued from the system. Please contact
Pl I . the State Registrar for additional information

Figure4-3. Do Not Issue warning message

12
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e

Certificate Type: Noncertified Copy
Is applicant a Funeral home employee: No Applicant data is required.
Applicant Information
First Name: Middle Name: Last Name: Suffix: Date of Birth:
Address:
Street 1: Street 2:
1 Elm Street Suite 205
City/Town: State: Zip:
| Monkton v|[vr v||os469 v]
Country:
| UNITED STATES v
Phone: Email:
Relationship to Registrant:
[ v
Identification Document:
’ v
ID Number: Expiration Date:
Applicant Attestation O Date of Attestation:
Print Certificate Printing Complete Return to Start Cancel
\ \
5 A 3 3 Click Cancel to retum back to
CHCCPYIRt Certifcatetd it the main Select Action Menu.

Figure4-4. Applicant Information Scre§NonFuneral Home Employee)

1 Applicant Informatioris notrequiredfor a noncertified copy
9 ClickPrint Certificateo proceed(Figure 44).
U The certificate appearis separate .PDF window for printirggs seern Figure 45. ToPrint, click
on the print icon within Adobe.

13



1 oX¢out of the .PDF document window to get back to VRIMS after printing.
9 Click orPrinting Cnplete return to Start.

Figure4-5. Sample Norertified Death Certificate

14




